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APPLICATION FOR RECORDS DISPOSITION STANDARD 
I # 

1. A p p l i u t h  

NSTRUCTIONS: Prepare in duDlicate and forward to the Records Management AM~vs~.  Manaaement Svstems Division 

2. D.pt. Application No. 

. 

3 1 ) y M  , Dwrlon. Sulnlivision & Administering Office A d d r q  
Finance 
Treasury Se rv ices  
2200 Peacht ree  Summit Bldg. 
401 W: Peachtree Street 
A t l a n t a ,  Georgia 30363 

4. Parson to Contact I 5. Work& 

- - ~ 

FOR RECORDS MANAGEMENT OIVWION USE 
' 

A t e  ~ a r i v d  AppiiGstion NO. Date c m o ~ e t e d  

I 
t le 1 6. Teleohom Number 

sst. Treasurer/Secrefiary 1586-5067 ' Jean WakefieldlRae L i p s i t z  
7. Action Rmiuesial 

______ - _ _ ~ . -  . . ~-. 

a L&3tablirh Retention Schedule; record w 4  continue to accumulate. 

11. Dispose of present accumulation: no further accumulation anticipetrd. 

c. c! Amend Application No. ChwkOM: oChartg% OSuprrCed.: Ovoid 
b y  title used in office; if differant) 

Earliest . Latest 

1979 I Presen t  (Transcard  Reconcilement Series 
0. Division and Of f iw  Function What is the function of the Division and the O t f i a  in which this record win i s  cnatd? . . _ _  

The Div i s ion  of Treasury Se rv ices  i s  r e spons ib l e  f o r  t he  r e c e i p t s ,  investment,  and 
disbursement of a l l  funds f o r  main ta in ing  i n t e g r i t y  of f i n a n c i a l  assets and accounts  and 
f o r  main ta in ing  banking r e l a t i o n s h i p s .  The s p e c i f i e d  r e s p o n s i b i l i t i e s  are t o  main ta in  
e f f e c t i v e  i n t e r n a l  c o n t r o l  procedures t o  safeguard cash  and othep assets, ensures  an 
adequate  level of funds a v a i l a b i l i t y  t o  meet c u r r e n t  and planned o b l i g - a t i o n s ,  ensu res  
a l l  funds disbursements  are made i n  a t imely  manner and bear proper s i g n a t u r e  and 
endorsements, a d m i n i s t r a t e ' s  t h e  Au thor i ty ' s  investment p o r t f o l i o  t o  maximize  y i e l d ,  
assists i n  t h e  development and a d m i n i s t r a t i o n  of t h e  Au thor i ty ' s  Bond Program, coordi-  
nates the des ign ,  development, and implementation of t h e  Author i ty ' s  Fare  C o l l e c t i o n  System 
Adminis t ra tes  t h e  Au thor i ty ' s  Bus and R a i l  Fare C o l l e c t i o n  System, and t o  adminis te r  
t he  Au thor i ty ' s  Transcard Program revenues.  

I. Record SC,ries Oescription 

Documents relating to: 

This file contains the following docunknts (include fom, n u m m a d  
Attach wmdes of the file. 

ifany): 

t h e  d i s t r i b u t i o n  of weekly and monthly t r a n s c a r d s  and t h e  f i n a n c i a l  
a d m i n i s t r a t i o n  of  revenues rece ived .  

Included are: t h e  t r ansca rd  consignmentjreceipt  form (#33-7219); the monthly summary 
s h e e t  l i s t i n g  t r a n s c a r d s  on hand, s o l d ,  r e tu rned  and exchanged; t h e  
t r ansca rd  sales a n a l y s i s  by company/organization; t h e  summary of remi t tance  
rece ived  form (#33-3070) ; i n d i v i d u a l  company/organization purchase o r d e r s  
( invo ices ) ;  and miscel laneous i n t e r n a l  MARTA d i s t r i b u t i o n . o f ,  t r ansca rds .  
This  series may a l s o  inc lude  gene ra l  correspondence p e r t i n e n t  t o  the  
d i s t r i b u t i o n  of  and r e c e i p t  of revenues f r o m ' t h e  sale of weekly and 
monthly t r ansca rds .  

- '  

. ,  

File is arranged: by f i s c a l  year ,  by month 

. Monthly Reference Rate 

One to S I X  months old 

twenty-five months and older 1 ? 

Annual Rate of Accumulatlon of Records 

Letter-size drawers 1 ; Legel.size drawers 

How oflen are records refarred to which we. 

. Seven 10 t w e h  months old A , thirtmn to twenty-four months old 3 . 

, Shelves ;Other Irpecrfyl 

3012 (1176)  



If yes. attach copy. 
h. Is there a duplication of this wries in your offm, or In another office or agency? 

X .  If yes, where? 

x 
Y 

i. 

i .  
I s  this series lor a nujorprtion of it/ regularly microfilmed? 

Doer the record series r d l t  in a com&k printout? 

15. Retention Requirements The following requires the swie to be kept: 

- years. 

years. 

years. 

State Law years. d. Audit per'$ 3 
b. Statute of limitation A- years oeG. e. Administraiiva need ,,- 1 
c. F-kteral law years. sqr3-a4 1. Federal retention instructions 
6 

Attach_cwj osa_eer imay or r q g l a t i o n ~  -~ Explain administretive need . ~~ - 

U 

-- - --- . - - -~-___--  
I6 Approved Disposition lnrrrucltonr This agency recommands that the (ole series Im cut of f  at Ihe end of each: 

Hold in the current files area monthtsl vear(s1. then 

Trsnsfer to d d c o r d r  Center; hold & vearld; then 

0 Transfer to loca h dtng area: hold 

!X Destroy 

0 Transfer to State Archives f6r pwmenent retention 

0 Other / S p o l v )  

vearlsl; then 


